N-FOCUS Major Release
Children and Family Services
July 11, 2010

A Major Release of the N-FOCUS system is being implemented on July 11, 2010. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Foster Care Review Board: N-FOCUS users with responsibility for Foster Care Review Board
functions should read this section. Note: This section will only appear when there are tips,
enhancements or fixes specific to Foster Care Review Board functions.

Child and Family Services: N-FOCUS users with responsibility for Child Protective or Adult
Protective Services should read this section. It will be noted when the information is specific to
only one of these areas.

Expert System: All N-FOCUS users with responsibility for case entry for AABD/MED,
ADC/MED, FSP, CC, FW, IL, MED, and Retro MED should read this section.
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General Interest and Mainframe Topics

Tie Application (New)

Effective with this release, staff will now have the ability to tie paper applications in addition
to electronic applications. Staff will also be able to tie multiple program cases to one application

in the mainframe and in the Expert System, Case Actions, for both new and reopened cases and
in the Review/Recertification task. The following highlights these changes.

The following steps address how to Tie Paper Applications in the Mainframe. Steps outlining

how to Tie Paper Application in the Expert System are shown in the Expert System section of
these release notes.

Tie Paper Application (New)

The Tie Program to Application pop up question has  |[ETRIEER o
changed to include both Electronic and Paper
Application options.

Do you want to tie an Application?

T . " Electronic Application
When Paper Application is selected, the Tie Paper

. . . . . ("' = .
Application to Program Case window will display. Paper Application

Complete the following steps:

Yes No

1. Select the appropriate Form Type.
2. Select the Applicant
3. Select the Program Case(s)

Multi selecting Program Case is available provided the following criteria are
met:

e Application Received dates are the same and;

e Application Reason is the same
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e Applicant is the same

Note — Tie all applicable program cases,
regardless of reason, prior to saving and
closing this window.

4. Click Tie
The Tie Application to Program Case
Reason pop up will display.
5. Select the Application Reason
6. Enter the Application Received Date.
e If Initial and Recertification
Paper Applications — Application
Received Date will default to the
most recently recorded.
e If Review and Duplicate
Applications — Enter the
Application Received Date

Note — The date automatically
entered for a Paper Application
Recertification may not be
accurate. If the application was
pended before it was tied, the
date will be accurate. If the
application is tied before it is

N-FOCUS - Tie Paper Application to Program Case

Fie Actions Goto Help

Je=l|5]

Number

Form Type [E&-117 Application for Assistance |
Type Paper Application

Applicant  DIANE COOPER

~Pragram Case
Program  Assistance  Case Name

Received Date St Stat Beg Dte

4 | 2

~Application Tied to Program Case(s)
Program
Update:
Remove from List

Assistance Case Name Program Id Received Date Re:

-FOC!
05-28-2010 | 08:44

N-FOCUS - Tie Application to Program Case Reas

Application Received Date I

Application Reason

0K Clear | Cancel

pended, the date will not be accurate and can be updated.

7. Click OK

The Tied Program Case(s) information moves to the Application Tied to Program
Case(s) section at the bottom of the window.

8. Repeat these steps to tie another program case to the same application if there is a

different application “Reason”.

Example:

EA-117 Application for assistance indicates the client is applying for ADC, CC and
SNAP. The ADC and CC cases are due to be reviewed; the SNAP case is due for
recertification. The EA-117 is first tied to the ADC and CC cases with the reason of
‘Review’. The EA-117 is then tied to the SNAP case with the reason ‘Recertification’.

Note — Tie all applicable program cases, regardless of reason prior to saving and

closing this window.

9. Click Save and Close
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Viewing Paper Applications Online (New)

The Document Imaging icon has been added to the following windows:

e Tie Paper Application to Program Case window
e Summary of Applications tied to Program Cases

Tie Electronic Application (Change)

You will now be able to multi select programs to be tied to an electronic application. Multi-
selecting Program Case is available provided the following criteria are met:

e E-Application Received date is the same and;
e E-Application Reason is the same

Electronic Tie Application Alert 331 (Tip)

When multiple program cases are selected to tie to an Electronic Application, Alert 331 will
be created for each Program. Example: If there is an ADC, CC and SNAP program case and all
three are tied to the same application, three alerts will be created. This will not happen when
tying a Paper Application as no alerts will be created for paper applications. This is scheduled to
be fixed with the November release.

N-FOCUS - List Master Case Alert _ o] =]
File Actions ‘Wiew Goto Help
e | ' anacs
1] B
Master Case
Number 767 Name NANCY NOTORIOUS
Program Name
Display Dt Type Description Name Program
06-29-2010 EAPP APPLICATION RECD NOTORIOUS, NANCY AABDIMED |
06-29-2010 EAPP APPLICATION RECD NOTORIOUS, NANCY MEDICAID
06-29-2010 EAPP APPLICATION RECD NOTORIOUS, NANCY SNAP

Help Icon (New)

With the July release, you will begin to see a new Help icon added to the toolbar. This I ]
icon will be added as changes are made to the windows. When you click this icon, you will g
be taken to the N-FOCUS Help Systems Contents page.
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Policy Logs in Help (New)

Policy Logs will now be accessible through the Help Contents page.

Note: The following message will display the first time each of the Policy Logs on the
Help Contents page is open. Click Run to continue. If you click Cancel, you will continue to

receive this message.

[Discussion [~
ACCESSNebraska Document
Library
BB oo seariy %
[ a1l Documents The application's digital signature has been verified .‘bDo i ,
you want to run the application? T
E By Author Java
@ By Altermnate Name h
D B Tame: dominodctionBar
y Category
Publisher: International Business Machines Corparation Iyl
E Author Profiles
From: https: fimotesapps.dhhs.ne.gov
E—'l My Interest Profile ~
[¥ Blways brust content from this poblishes
B My Author Profle Mo
[mn ] _cma |
10
ﬂ Thee digital ignature bt been validsted by & lrusted saurce. RS |
" B2 News & Tips #24 [RccessNebraska Document Library]
I~ M4M192010 icati in AT (K Hank
0452010 Interview Workgroup 3/25/2010 Minuies (Karma Hanke)
™ 03/26/2010 ACCESSHebraska Work Flow Group Meeting Minutes December 2009
BB Tomloh

Search Office Position Window (Change)

Changes have been made to the Search Office Position window in anticipation of Universal
Caseload work. Fields have been rearranged and new fields for Universal Caseload searches
have been added. As Office Positions are updated with Function, Service Delivery Group and
Expertise information, searches will be available by Office or statewide to find Positions that
have been updated with Universal Caseload designations. More information about this
functionality and searches will be included in training. Position searches will now only return
active positions by default. Inactive positions can be included by checking the Include Inactive

Positions checkbox.

New Fields (Change)

The following fields have been added to the
Search Office Position window.

e Function
e Service Delivery Group
e Expertise
These new options can be used to narrow
the search to include staff assigned to specific
caseloads based on these new fields.

=51

Position Staff Person

Number | -OR- Logon

_OR-

i Office

CHADRON

-AND/OR-

I Include Inactive Positions

[ Universal Caseload

Function Sewvice Delivery Group

I Statewide
Expertise

[

Search New | Clear

Cancel

Selected Staff Person’s Name
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Office Position Number (Change)

The Office Position Number will change to be a randomly selected number determined by N-
FOCUS. A conversion will be done of the existing Office Position Numbers. During the conversion
process, some Office Position Numbers may not actually change from their current number
while others will.

It is recommended that when searching for your Position; use the Staff Person Logon ID
instead of the Position Number.

List Office Position Window (Change)

Changes have been made to the List Office e
Position in anticipation of Universal Caseload BIEE
work. The Office and Universal Caseload search | (...,
criteria will display at the top of the window. i UL QUL SERVILE G iy
Universal Caseload Functions, Service Delivery e Expertse
Groups and Expertlse have been added as Class  Last First Function Service Delivery Group
DEF -
columns on the list. The columns have been B [y VICTOR INTERVIEWING Y 1L
88w FANTASTIC ANGELA INTERVIEWING MULTIPLE
reordered as fO”OWS: SSW  FLOWERS MELISSA INTERVIEWING ADULT
S5W HAGAR DOUG INTERVIEWING FAMILY
S5W HAPPLESBY MARGARET INTERVIEWING ADULT
SSW HOLIDAY MICHAEL INTERYIEWING MULTIPLE
. . 38w HOWARD THOMAS CHANGE MANAGEMENT ADULT
Class, Last Name, First Name, Function, il o LESE INTERWEWING ADULT
. . . . 88w LIGHTLY HEIDI INTERVIEWING MULTIPLE
SerV|Ce Dellvery GrOUp, EXpertlse, StatUS, Offlce SSW  MANDAMON ROBERT PROCESSING - DALY ~ MULTIPLE
. 88w MILESTONE DEBORAH INTERVIEWING FAMILY
and Position Number. SSw  WEBRASkA REDECCA
S5W PENA RAUL LEAD SPECIFIC
4S|SWL ROSE LILY SUF‘EIRVISOH REVIEW _4;[

Supervisor and Lead Worker Security (New)

Supervisors and Lead Workers will have the security to update the Function of groups of
workers at the same time by completing the following — - . —_—
steps. N-FOCUS - List Office Position

File | Actions ‘iew Goto  Help
IMPORTANT - Supervisors and Lead Workers should :
. . . . IUpdate Function A
not enter any Function, Service Delivery or Expertise
information until further direction is received from — Deselect Al
Central Office.

1. Highlight the Position(s) line.
One or multiple positions may be selected.

2. Select Actions>Update Function. e =l
The Update Function window will =S E =
display. Search By
3. Highlight the appropriate Function. [iice ERECEHEENSIONER SERACE CERTER Functon Funeton Count
4 C||Ck OK Service Delivery Group Expertise
. Class Las Firs Function Service Delivery Grou,
The function group of the selected e ' . -
L. . S8y Ll INTERVIEWING FAMILY
positions will be updated. S5 1 highlighted Position{s wil be updated to the (o ANGE MANAGEMENT
[y el FumET, INTERVIEWING ADULT
INTERVIEWING FAMILY
. . UL
Note — Initial entry of Function and CHANCE WANACEMENT ADULT_
Specialization information should be handled o Cancel INTERVIEV/ING WULTIPLE
PROCESSING - DAILY MULTIPLE
through the Detail Office Position window. i3 e HERZEWNG EHA
NEBRASKA REBECCA
PENA RAUL LEAD SPECIFIC
ROSE LILY SUPERYISOR REVIEW 4,;‘
| »




Updating the Function from the List window will only be available, in most cases, when at least
one Service Delivery Group was previously entered.

Function Count Button (New)
The Function Count Button will provide

counts of which positions have Universal Lo L CO = CESIULL ER SIERUCE G ER

Caseload information added. ;
Function Total

INTERYIEWING 1
PROCESSING - DAILY

PROCESSING - INITIAL

PROCESSING - READY

SUPERYISOR REVIEW

LEAD SPECIFIC

—— P2 I P i)

Total 34

_ x|

Detail Office Position Window (Change)

Function and Specialization (New)

The Detail Office Position window has a new Function field and Specialization button. The
Function and field Specialization button has been added in preparation for the Universal
Caseload Changes that will take 8] N-FOCUS - Detail Dffice Position

place in November_ Only File Actions Detals Goto Help
Supervisors and Lead Workers

will have the ability to enter

UPDATE

Position

'Function.and Speciali.zzintion Mumber 683 otice |#] LncoLw superviocs..
information for a Position, Class |SOC SVCS WORKER |
however, all staff will have the EIE [.00  Staws|Adtive =]  Function NTERVIEWING =] et b
.e . . . e B
ability to view the information. Currently Filled byt LEAD SPECIFIC
PROCESSING - DAILY CFT)
PETER C RABBIT PROCESSING - INITIAL -
As of 07-10-1998 Logon DS5Z927

The options available for the

Function field include the following:

~Service Delivery Group

e Change Management T
e Interviewing P
e Lead Specific

e Processing Initial
e Processing Daily
e Processing Ready ABREALS

e Supervisor Review STATE REVIEW TEAM

Expertise

Once a Function has been selected, click the
Specialization button to add the Specialization. Specialization
includes specific Service Delivery Group and Expertise. Ll Ll
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Detail Office

Universal Caseload Office Function (New)

A new Office Function of Universal Caseload has been added. This Function will be added to
Offices that have transitioned to Universal Caseloads to assist N-FOCUS functionality in
determining whether a case is a Universal or Assigned case.

Type Field (Change)

Customer Service Center and Document Imaging Center have been added to the list of
options available in the Detail Office Type field.

N-FOCUS - Detail Office
File Actions Detais Goto Help
UPDATE
Office
ID 135
Name [LINCOLN
Admin By CENTRAL
Geographic Area |SOUTHEAST j Addresses...
Tvpe [AUTHORIZED ATTORNEY -] Telephones...

[AUTHORIZED ATTORNEY 4]

Legacy Number [CENTRAL ADMIN Functions...
CLERK OF THE DISTRICT COURT
COUN

FIPS Code |cysTO[MER SERVICE CENTER )
DISTRICTUFEILE
DOCUMENT IMAGING CENTER )
FOOD S
HOTLINE
LOCAL ADMINISTRATIVE OFFICE
LOCAL SERVICE OFFICE [NON-ADMINISTE
PART TIME FOOD STAMPS
PART-TIME LOCAL SERYICE OFFICE
SERVICE AREA _
05-27-2010 11:45:42

New Closure Reasons (New)

In order to have the ability to scan documents for cases that are not yet on N-FOCUS
(Spousal Impoverishment Assessments which have not yet filed a Medicaid application and Low
Income Energy Assistance applications) a MED Program will need to be added for Spousal
Impoverishment Assessments and an EA Program will need to be added for LIEAP. The following
closure reasons have been added to track that these programs were added only for the purpose
of having a document scanned.

e Spousal Impoverishment Assessment— this reason was added so the Assessment
can be documented and available when the Medicaid application is later filed. The
same Medicaid program case can be reopened when the client files the application.

e Low Income Energy Assistance — this reason was added to the EA Program so
energy assistance applications can be scanned and available to be viewed through
N-FOCUS.

Document Imaging

Viewing Scanned Paper Applications (New)

The Document Image icon is now available on the Summary of Applications Tied to =
s

Program Case window and on the Applications Tied to Program Case windows. This will allow —

you to view scanned images of paper applications.
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Expert System Access to Scanned Documents (New)

The Document Image icon is now available from the Expert System Navigator window.
Accessing scanned documents from the Navigator will allow you to view images while
processing in Expert System.

ACCESSNebraska Document Imaging Index Listing (Change)

The most recent version of the ACCESSNebraska Document Imaging Indexing listing will be
posted to N-FOCUS Help with the July 2010 release.

Document Imaging (Tips)

Screen Resolution - If your screen resolution is set at 800 x 600, the Document List Window
will always open in the background. You will need to use your Task Bar to bring the window
forward. Having your resolution set at 600 x 800 has been known to cause additional problems
with N-FOCUS. It is recommended that monitor resolution always be set at the default 1024 x
768.

Dual Monitors - Move the List Image window to your second screen while working in
N-FOCUS. This will allow you to continue viewing images while you navigate to other locations
within N-FOCUS.

Printing Scanned Images — You are able to print one or multiple scanned images at a time. If
you wish to print one image within several shown in the scanned document, select File>Print
and then select the Page Range option and specify they image number you wish to print.

Worker Alert (Tip)

When creating a Worker Alert, if you create the Worker Alert from the Detail Master Case
window, it will display on the List Position Alerts for all workers who are assigned to any case
within that Master Case. If you create the Worker Alert from the Detail Program Case, it will only
display to the worker assigned to that program case.

APS/CFS Specific Issues

Adoption Information Window, Adoption Finalized Date Field (Change)

The Current Adoption — Adoption Finalized Date will no longer accept a future date.

Foster Care Applications (New)

Three questions have been added to the e-app to help identify situations where the Foster
Care Eligibility Worker (IMFC) needs to know of an application. The new questions are as
follows:

e Are you applying for Former Ward services? This service is only available if you have
recently been a State Ward, do not reside with your parents and have plans to
continue your education. Someone has probably discussed this with you when you
were in foster care.
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e Are you applying on behalf of a child who is a Ward of Douglas County Juvenile
Court?
e Isthe child a ward of a state outside of Nebraska?

These questions are only asked if the person meets certain age criteria. If the question was
asked, it will appear directly under the program selection. If it was answered ‘yes’, a Worker
Alert should be created by going into the CFS, IL, etc. program case. This will create an alert to
the foster care worker so they can use the application toward a review, if appropriate. If they
answered the question ‘yes’, but there is no CFS, IL, etc. program case, then send an e-mail to
Ruth Grosse.

On the existing question about whether they received assistance in another state, Adoption
Payments was added to the examples. If they indicate they received Adoption Payments from
another State, an e-mail should be sent to Ruth Grosse.

Tie Intake (Tip)

If an Intake is tied to an APS Program Case and subsequently the Intake is tied to the APS
Investigation, the tie between the APS Program Case and the Intake is broken. Best practice is
to create the tie between the APS Investigation and the Intake first and then create the tie
between the APS Program Case and the Intake.

National Youth in Transition Database - NYTD - (New)

The National Youth in Transition Database (NYTD) is a new Federal Program. This program,
effective October 1, 2010 requires states to report semi-annually youth that received
Independent Living Services during a six month report period.

NYTD also requires that states select a cohort group of youth that turn 17 while in Foster
Care every three (3) years starting with October 2010 — September 2011. Selected youth are to
complete a 22-question survey while in Foster Care and those that do complete the survey are
to be contacted again around their 19" and 21% Birthdays to complete the same survey.

To support this requirement the following changes are being implemented:
* N-FOCUS
o Independent Living Plan windows
o Windows to update status of youth required to participate in the survey

o Survey — This will be accessible publicly for youth to answer the 22 questions
after providing some identifying information (Birth Date and Last 4 of SSN).

Page

11



Independent Living Plan (Change)

The independent living plan is no longer going to be captured in the Case Plan. Prior to this
release selecting the Preparation for Independent Living Plan checkbox shown below indicated a
case plan included an independent plan for one or more youth in that plan.

N-FOCUS - Detail Case ®lan

File Actions Detal Goto PBe

L.[S& &[] i

Status Review INQUIRY
Pop. Served  Child Abuse/Neglect ﬁl
Dates ™ Court Ordered

Prep. Date I]? 172008 v Preparation for Independent Living Plan Tie PCA
Approvals
Begin Date |07-17-2008 ¥ Supervisor Approval

End Date |01-17-2009 [~ On behalf of assigned supervisor ﬁl

Any current approved plan that had the indicator selected will have the check in the box.
This is for view only and the check cannot be removed from the checkbox since these plans have
already been approved.

The checkbox will be disabled for all future case plans. Although the box appears in the
window no action can be taken. The screen print below shows what this will look like for current
draft case plans.

N-FOCUS - Detail Case Plan

Fil= Actions Detail Goba\ Help

L. i [ &[T

Status  Draft UPDATE
Pop. Served  Child AbusefNeglect ﬁl
Dates ™ Court Ordered

Prep. Date [07-23-2008 liclcs

Approvals
Begin Date  |07-23-2008 [~ Supervisor Approval
End Date ,7 r E

Me_ataro_ N_fo_ _ar_

The Independent Living Plan will be documented for each youth separately using the newly
developed Independent Living Plan windows. The Independent Living Plans documented in the
case plan are considered good until the end date of the case plan.

State wards that are 15 % or older are required to have an Independent Living Plan
documented and approved in N-FOCUS. To assist in managing this requirement a new Alert will

Page
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be implemented with the release. This alert will run on the first day of each month with the first
to run on August 1, 2010. An alert will be created for the following situations:

* State Wards that do not have an approved Independent Living Plan. The due date will be
60 days from their 15 % birthday or the day they were placed in state custody if this is
after their 15 % birthday.

* State Wards older than 15 % and had an approved Independent Living Plan that is either
end dated or going through modification. The due date will be the end date of the
approved plan plus 30 days.

The alert will look something like this:

Alert
Type CMGMT Number 358 Due Date 01-18-2009
Source Id  NFOISBOB Display Date Status OYERDUE

Alert Description

There is a requirement that the new Independent Living Plan be reviewed at least 6 months
from the approval dates or since the last time the plan was reviewed. Another Alert will also be
implemented to check for any current approved Independent Living Plan where the approval or
last review was documented 5 months or more from the current date. That alert will look
something like this:

Alert
Type CMGMT Number 359 Due Date 05-17-2010
Source Id  NFO3SCOB Display Date Status OVERDUE

Alert Description

Page
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Independent Living Plan Windows (New)

These new windows and process were designed for several reasons:

* To document a plan developed specifically for the youth.

* To support the requirements for the National Youth in Transition Database process that
starts in October 2010.

* To support the need to document an Independent Plan for youth that is no longer
involved with a case or case plan.

* To add the flexibility in the process that was identified during the development of these
new windows.

How to Access or Create the Independent Living Plan (Change)

A new push button has been added to the Program Case Window. The push button “IL Plan”
is positioned immediately above the “Program Person” push button.

B =10

Program Information Administrative Roles
Program CFS NON-COURT ID 65624567 Legal Action Case Detaj

Population Served
Master Case ID 23

Status Active Status Begin Date 02-01-2010 ‘

Consultation Point

The IL Plan button becomes enabled when one of the following actions is taken:

e Highlight a person in the Program Case Person List that meets one of the following
circumstance:

o The selected person is under the age of 23 or
o There is an existence of an Independent Living Plan for the selected person
e If the selected person is no longer active in the program case the IL Push Button may
be enabled in the following circumstances
o There is an existence of an Independent Living Plan for the selected person
or
o The selected person is under the age of 23 and they were a State Ward after
their 16" Birthday
= This was created to support the need to document Independent
Living Services being provided to Former Wards that meet the
criteria
e Only one person can be selected at a time. The push button will be disabled if more
than one person is highlighted
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Program Information

Program CFS NON-COURT ID 65624567
Status Active Status Begin Date 02-01-2010
Master Case ID 23

Program Case Persons

Last

UPDATE

Consultation Point

Program Person

Administrative Roles Case Plan |
Legal Action Case Detail |

Population Served | IL Plan

First M Ext MMIS # Role St Begin End Status Rez
PLAN ERNEST 0 CFS PARTIC  AC 04-01-2010
PLAN EVERRETT 0 CFS PARTIC  AC 02-01-2010
PLAN IDA 0 CFS PARTIC  AC 01-01-2010
PLAN IRA M SR 0 CFS PARTIC  AC 01-01-2010
PLAN IRENE M 1 0 CFS PARTIC  AC 01-01-2010
PLAN IRVIN 0 CFS PARTIC  AC 01-01-2010
PLAN NEW 0 CFS PARTIC  AC 05-01-2010

When the IL Plan pushbutton is selected:
If the selected person already has a plan the List Independent Living Plan window

opens

If the selected person does not already have a plan, the Detail Independent Living
Plan window opens

List Independent Living Plan (Change)

This window was designed to show plans that have been created for the selected person. In
most cases the list should only have one plan since plans can be modified. The only reasons for
creating a new plan are listed

Youth was discharged and then returned to state custody
Previous plan was no longer viable and the assigned worker has decided to start all

over

Youth was discharged. The original plan was closed and now the youth qualifies to
receive Independent Living Services.

D&

Independent Living Plans involving IRIS M PLAN 111

Begin Date

End Date Status

Created By Create Date

Last Updated By Plan Number

The following actions can be taken on the List Independent Living Plan window:

A selected Plan can be open by either double clicking the plan or highlighting the

plan and selecting the open ICON or selecting File>Open.

A new plan can be created as long as the following situation exists:

o All plans are end dated and in Closed Status or
o The current planis in Approved Status.

When a new plan is created using the current approved plan, the begin
date for the new plan will default to the current date
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=  Once the new plan is saved and created, the original plan will be end
dated and changed to Closed status
e The list can be sorted or filtered on any of the field selection on the list.

Detail Independent Living Plan Window (Change)

This is the first window accessed in BRI
creating a New Independent Living Plan or to
review information previously entered for a Name NORMAN NIGHT Porean Namber 15634018 on
selected independent Living Plan. When Independent Living Plan
initially accessing the Detail Independent s e e | |
Living Plan window all of the required Updated By Number | |
information exists. Plan Participants

Name BeginDate  EndDate  Role
NOTMAN NIGHT B 11210 outh
&

Once the plan has been saved and . 2
created then the plan will be assigned a Independent Living Plan Hesiow (B Worker
number. The Plan/Goals push button and LastDate Reviewed By Reviow || bty |

Status History push button will be enabled as
well as the narrative ICON.

i ' =10]x]
\tEi

el

MName NORMAN NIGHT umber 15634815

Independent Living Plan

Begin Date |06-11-2010

Status Draft as of 6-11-2010

lan{Goals

Status History |

Updated By DSSZ907 Number 50873418

Plan Participants
Name Begin Date End Date Role
NORMAN NIGHT 06-11-2010 “Youth

1] [»]

The youth will always appear in the Plan Participants list box in the role of “Youth”.
e The youth can never be end dated or removed from the plan.
e If the plan begin date is changed then the youths begin date in the list will change to
match the plan begin date.
e The planis for and about the selected youth.

The following are the actions that can be taken on the Detail Independent Living Plan
window:

e The begin date can be changed but not future dated when the plan is in draft status
e The begin date cannot be on or before the end date of a previously closed plan
e A Plan Participant can be added to the list

o Only persons that are currently in N-FOCUS can be added
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o All other persons added are placed in the role of “Participant”

Participants can be removed or end dated

o The participants begin date cannot be changed once entered but the system will
adjust the begin date if the plan begin date is changed to a date that is after the
original begin date entered for a participant

o The system will remove an end dated participant if the plan begin date is
changed to a date after the participants end date

The Plan/Goals push button can be selected to do the following:

o Open the Detail Independent Living Plan Goal window if no goals exist or

o Open the List Independent Living Plan Goal window if at least one goal was
previously created.

The Status History push button opens the Independent Living Plan Status History

dialogue box shown below and displays the dates anytime the plan was placed in a

different status.

o

N-FOCUS - Independent Living Plan Status History

Status Begin Date Begin End Date Update By On Behalf Of
.Dratt 0b-11-20110 10:25:11 DS57907

The file drop down menu includes the ability to save, save and close, close the
window or return to the main menu. These correspond to the ICONs located on the
top menu bar

The following actions do not become enabled until the plan has been approved at least

once:

Provided Service Push Button — Opens the Provided Service Detail Window
Progress Push Button — Opens the Detail progress window

Review Push Button — Only enabled when the plan is in Approved Status. Opens the
Review Dialogue Box to enter a review date.

The Actions drop down on the Detail Independent Living Plan included the following

selections:

Update Status — This will change the status of the plan to the next level if all of the
requirements to do so exist

Modify Plan — This is enabled when the plan is in Approved status. This is selected
by the worker to allow them to make changes to the plan (Add new goals or change
goal strategies)
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Review Independent Living Plan — this is selected to enter a date for when a plan
has been reviewed. This is only enabled when the plan is in Approved status

Close Plan — This is selected only when the worker wants to end date the plan. This
should not be selected if all that needs to be done is to add new goals.

End Date Plan Participant — This is enabled when a person is selected on the Plan
Participant list. Youth cannot be end dated so an error message will appear if this
action is selected when a youth has been highlighted

Remove Plan Participant — This is enabled when a person is selected on the Plan
Participant list. Youth cannot be removed so an error message will appear if this
action is selected when a youth has been highlighted

Print Independent Living Plan — This action can be taken at anytime. The print is not
saved as a correspondence so whenever the user wants or needs a hard copy of the
plan they must take this action

All plans are created in draft status and are changed to the next level by selecting Update
Status in the Action drop down menu. The statuses for an Independent Living Plan are as

follows:

Ready for Review — The plan cannot be changed in this status. This status is set by
the worker when they have determined that all goals and strategies have been
entered and are requesting the supervisor to review the plan. Supervisors have the
ability to change the status to the next level.

Revisions Required — After the supervisor review a plan and they determine that
there is a need for some changes they would place the plan in Revisions Required by
making that selection in the dialogue box below. This dialogue box appears when
the supervisor selects Update Status in the action drop down menu for a plan that is

in Ready for Review
N-FOCUS - Independent Living Plan Update Status

Update Status to

T Approved

" Revisions Required

On Behalf Of ﬁl
‘ Cancel |

Approved — When a supervisor reviews a plan and determines that no changes are
needed then they would place the plan in Approved status by selecting approved in
the dialogue box above. In the absence of the supervisor another supervisor can
take this action “On behalf of” that supervisor

Modify — When a worker needs to add goals or change the strategy for an existing
goal the worker can place the plan in modified status by selecting “Modify Plan” in
the Action drop down menu.

Closed — When a worker has decided that they no longer are going to use a plan
and/or want to create a new plan and not modify the current plan then they would
close the plan. The current date will be set as the end date for that plan.
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Independent Living Plan Goals (Change)

List Independent Living Plan Goals (Change)

The List Independent Living Plan Goals window was designed to show the goals that have
been created for the selected plan. The list includes the following fields:

e Category — 1 of the 14 Service Categories designed for NYTD

e Goal - the first 25 characters for the Goal narrative

e Status —the status for the goal (See Plan Goal window below for details)

e Status Date — the day the goal was placed in the displayed status

e Target Date — The date selected by the worker when they created the goal

e Goal Number — Generated by the system (Technical Use only)
N-FOCUS - List Independent Living Plan Goals

File Wiew Help
Yy REC| | --& K™ | | zozoo
B & K3 [E3 m EIE
Name NEW PLAN Person Number 22671496

Plan Status Revisions Required

Category Goal Status
_Independent Living Needs Assessment This is to check to see what happens whe Draft
Budget and Financial Management this is a new goal Draft

The following actions can be taken on the List Independent Living Plan Goals window:

e Aselected goal can be open by either double clicking the goal or highlighting the
goal and selecting the open ICON or selecting File>Open

e Anew goal can be created as long as the plan is in Draft, revisions Required or
Modify status:

e Thelist can be sorted or filtered on any of the field selection on the list.

Detail Independent Living Plan Goal (Change)

The Detail Independent Living Plan Goal window
opens when one of the following occurs: a
e The Plan/Goal push button is selected on Satsgory[independent iving Reeds Assessment gl
the Detail Independent Living Plan window Saws [ ] SosDake 0512000 TegeDae|
and there currently are no goals created s _
for the selected plan or
e From the List Independent Living Plan
Goals window:
o By selecting New or New ICON if — =
enabled [
o By highlighting a current goal and T

selecting Open or Open ICON or
o Double clicking on a goal in the list

The following fields display on the Detail Independent Living Plan Goal window:
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e Name — This is the name of the youth for whom the plan is created
e Person Number — System generated number for the youth
e Plan Number — System generated number for the plan when it was created

The following fields may be changed depending on the status of the plan and or goal:

e (Category - This is 1 of the 14 Service Categories designed for NYTD. This can only be
changed when the goal status is in Draft
e Status — The status will initially will be in Draft. When the Plan is approved the
status will be changed to In Progress for any goal that is in Draft status. Once the
status has been changed to In Progress, the worker can freely change the status
from the current status to any of the following:
o InProgress — youth has not met the goal and the worker is still working with the
youth to meet this goal
o Met - the set goal has been met
o No Longer Needed — the goal has not been met but the worker and youth have
agreed that this goal is no longer a viable goal to prepare the youth for
Independent Living

e Status Date - System generated; this is the date the goal was placed in the current
status.

e Target Date - This is a date agreed to by the youth and worker and is the latest date
it is expected that the goal will be marked met. This can only be changed when the
goal status is in “Draft”

e Goals —This is a free text that is unlimited but it is highly recommended that this be
brief and concise. This can only be changed when the goal status is in Draft

e Strategy - This is a free text that is unlimited but it is highly recommended that this

be brief and concise. This can only be changed when the plan is in Draft, Modified or
Revisions Required status.

Note: When the Save and Next icon is enabled and selected, the window opens with
all information blank except the basic information and the category will be set to the
same category that was selected in the previous view.

Independent Living Plan Progress (Change)

The Independent Living Plan Progress T
window opens when the Progress push button is
selected from the Detail Independent LIVINg Plan [, e o] Montimbes sy
window. oo™

Status Status Date  Target [

The following fields display on the window:

Current Narrative

e Name - This is the name of the Recard Date Created By Matiied By
youth who the planis for
e Person Number — System generated
id number for the youth " Recard ate = mm Moditied By
e Status — This is the current status of [
the Plan
Page
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The following fields function as follows:

Plan Number — System generated number for the plan when it was created

Category — This is 1 of the 14 Service Categories designed for NYTD. When the drop

down is selected for this field the only categories that display are categories for

goals that are not in Draft status

Goal List — Once a category is selected any goal that currently is or was in the status

of “In Progress” will display in this list. The following information displays:

o Goal —the first 25 characters for the Goal narrative

o Status — the status for the goal (See Plan Goal window below for details)

o Status Date — the day the goal was placed in the displayed status

o Target Date — The date selected by the worker when they created the goal
o Goal Number — Generated by the system (Technical Use only)

=1o]x]

Name EVERRETT PLAN

Person Number 64314745 Status Approved

UPDATE

Category |Career Preparation

j Plan Number 36085940

Goal List

Status Status Date Target Date  Goal Number
his goal to become In Progress 02-09-2010 06-01-2015 56240362
ided that he wants to No Longer Needs 05-14-2010 08-01-1998 13858420
rn how to properly t In Progress 02-09-2010 04-24-1996 48091621

[+

Once one of the goals in the list is highlighted then the current narrative can be entered or
updated and prior narratives can be viewed but not changed.

Progress Notes were designed for the worker to provide information about how the youth is
doing in achieving the goal and document actions or steps taken to achieve the goal

e Current Narrative — This is the narrative entry made for the current date. Only one

narrative can be entered on any one
date. The narrative remains available
in the current narrative text box to be
changed or deleted until midnight. At
the end of the day whatever is in the
text box becomes a prior narrative.

e Prior Narrative — This is the narrative
that was previously entered about the
selected goal. Only one narrative can
be viewed at a time but by selecting
Previous the user can read notes
entered on previous dates. To scroll
back to more recent narratives the
user would select Next
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N-FOCUS - Independent Living Plan Progress. e

Fie Help g

Name EYERRETT PLAN Person Number 64314745 Status Approved UPDATE

Catcgory [Career Preparation

Goal List
Goal

j Plan Number 36085940

Status Status Date  TargetC

Everett has now decided that he wants to
Everett needs to leam how to properly t

No Longer Needs

05142010 08-01-19
In Progress

02-08-2010 04-2419

| |

<l

Current Narrative

Record Date  06-11-2010 Created By DSS5Z907 Modified By DSSZ907

[Taday Everett metwith his school counselor to discuss whal courses he needs to take o meet hig career || T
goals.

Prior Narrative
Record Date  02-07-2010

Nex

[Everett has changed his mind and he now wants to be a carpenter

Modified By DSSZ721

06-11-2010 1344015




Both the Current and Prior Narrative can be viewed in a full screen by
selecting the Max ICON at the right of the text box.

T
Max

The narrative lengths are unlimited and can be printed when the Independent Living Plan is
printed. When requesting to print the Independent Living Plan the user is given the option to
include Progress notes and the date range of notes to include

N-FOCUS - Independent Living Plan

Do you want to include Progress Narratives on Plan?

T Yes

™ No

Progress Narratives

From

To

‘ Cancel

Independent Living Plan Provided Services (New)

The Independent Living Plan Provided Services window opens when the Provided Service
push button is selected from the Detail Independent Living Plan window.

This window was specifically designed
to support the National Youth in
Transition Database (NYTD) reporting.
The items listed on this window match
exactly with the 14 NYTD Service
Categories.

Once a plan has been approved this
window is available. When the window is
initially opened the Month/Year field
default to the current Month and Year
unless the plan is end dated. If the plan is
end dated the default Month/Year is the
Month and Year of the end date.

The following fields display only:

N-FOCUS - Independent Living Provided Services

Fie Actions View Help

ADD

Month/Ycar [JUNIZOTORN -

Name EVERRETT PLAN Person Number 64314745

Plan Begin Date: 02-04-1996 Plan End Date: Plan Number: 36085940

em Service Provided

INDEPENDENT LI¥ING NEEDS ASSESSMENT

ACADEMIC SUPPORT

POST-SECONDARY EDUCATION

CAREER PREPARATION

EMPLOYMENT PROGRAMS OR VOCATIONAL TRAINING
BUDGET AND FINANCIAL MANAGEMENT

HOUSING EDUCATION AND HOME MANAGEMENT TRAINING
HEALTH EDUCATION AND RISK PREVENTION

FAMILY SUPPORT AND HEALTHY MARRIAGE EDUCATION
MENTORING

SUPERVISED INDEPENDENT LIVING

ROOM AND BOARD FINANCIAL ASSISTANCE

EDUCATION FINANCIAL ASSISTANCE

OTHER FINANCIAL ASSISTANCE

06-11-2010 14:20:16

e Name — This is the name of the youth who the plan is for
e Person Number — System generated id number for the youth
e Plan Begin Date — the date entered as the begin date when the plan was created

and approved

e Plan End Date — if the plan was closed this is the date the plan was placed in

“Closed” Status

e Plan Number — System generated number for the plan when it was created
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Note:

This information does not need to be completed for every month. The report

and business are only concerned with services that were provided and marked “Yes”.

To pick a different month select the drop down arrow in the Month/Year field block and all
the Months and Years are listed in descending order up to the Month/Year correlating with the

Plan Begin Date.

After selecting the month to indicate a service or services were provided then the user may
select one or multiple services. After highlighting the services to mark as being provided the

user has two choices:
e Select “Mark Yes” from
the Actions drop down or
e Right click in the list box
and select “Mark Yes”
from the dialogue box

Once the window is saved all of
the other items not marked “Yes” will
be defaulted to “No”. When
attempting to change to a different
month if any change was made on the
current Month/Year selections then
the user will receive a Save Confirm
Message.

If the user selects Yes the entries
will be saved and the remaining items
will be marked No. The new
Month/Year will open.

Yes can be changed to No and No
can be changed to Yes at anytime. This
window is always available even if the
plan is closed.

The service category definitions for
NYTD are very broad and can include
services that are not paid for through
Service Authorizations and mostly
financially supported through Chaffee
Grants.

Because these services, in most
cases, will not have a Service
Authorization the business/program are
relying on the worker/contract provider

Name EVERRETT PLAN

Plan Begin Date: 02-04-1996

tem

MonthfY'ear |DEC 2009 M

36085940

Person Number 64314745

Plan End Date: Plan Number:

Service Provided

ACADEMIC SUPPORT
POST-SECONDARY EDUCATION
CAREER PREPARATION

BUDGET AND FINANCIAL MANAGE!
HOUSING EDUCATION AND HOME

MENTORING

OTHER FINANCIAL ASSISTANCE

INDEPENDENT LIVING NEEDS ASSESSMENT

EMPLOYMENT PROGRAMS OR VOCATIONAL TRAINING Y

HEALTH EDUCATION AND RISK PREVENTION
FAMILY SUPPORT AND HEALTHY MARRIAGE EDUCATION

SUPERVISED INDEPENDENT LIVING
ROOM AND BOARD FINANCIAL ASSISTANCE
EDUCATION FINANCIAL ASSISTANCE

MENT
MANAGEMENT TRAINING Y

06-11-2010 14:44:21

HOUSING EDUCATION
HEALTH EDUCATION Al
FAMILY SUPPORT AND
MENTORING

SUPERVISED INDEPEK
ROOM AND BOARD FIk
EDUCATION FINANCIAL
OTHER FINANCIAL ASS

CAREER PREFARATIUN
EMPLOYMENT PROGRAMS OR VOCATIONAL TRAINING
BUDGET AND FINANCIAL MANAGEMENT

N-FOCUS - Confirm Save =]

_‘\.’/ Changes have been made, do you want to save?

Mo | Caneel |

N-FOCUS - Independent Living Provided Services
File Actions Yiew Help

=[0lx]

Name EVERRETT PLAN

Plan Begin Date: 02-04-1996

Item

ACADEMIC SUPPORT
POST-SECONDARY EDUCATION
CAREER PREPARATION
EMPLOYMENT PROGRAMS OR Vi

HEALTH EDUCATION AND RISK P
MENTORING

SUPERVISED INDEPENDENT LIVI

OTHER FINANCIAL ASSISTANCE

INDEPENDENT LIVING NEEDS ASSESSMENT

BUDGET AND FINANCIAL MANAGEMENT
HOUSING EDUCATION AND HOME MANAGEMENT TRAINING

FAMILY SUPPORT AND HEALTHY MARRIAGE EDUCATION

ROOM AND BOARD FINANCIAL ASSISTANCE
EDUCATION FINANCIAL ASSISTANCE

UPDATE

Manth/Ycar DECI200900 -

36085940

Person Number 64314745

Plan End Date: Plan Number:

Service Provided

'OCATIONAL TRAINING

REVENTION

NG

zZzzzzz=Zz<Z(ZZ=Z=

06-11-2010 14:50:59

to self report those services by using the Independent Living Provided Services window.
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National Youth in Transition Database (NYTD) Survey

The National Youth in Transition Database (NYTD) Survey is a twenty-two (22)-question
survey developed by the Administration for Children’s and Family (ACF). The purpose of the
survey is to help determine outcomes for youth that turned seventeen (17) while in Foster Care.

Youth are selected every three years during the Federal Fiscal Year (FFY) starting with
October 2010 — September 2011 (FFY 2011). 17 year old youth are to complete the survey
within 45 days of their 17" birth date and when in Foster Care. All youth that complete the
survey within this time will be contacted again to take the survey around their 19" birthday and
again their 21* birthday.

The survey is to be completed by the youth on a web site that is accessible from the DHHS
Web Site. Any youth between the age of 16 to 23 and in N-FOCUS can complete the survey. The
first page of the survey requires the youth to enter their name, birth date and last 4 of their SSN.
The last 4 of the SSN and birth date will be used to verify that the youth was once served by the
State.

"l Official Nebraska Government Website

_N7TDWYouth'Transition Database ==

06/11/2010 English  Espafiol

INSTRUCTIONS: Thank you for participating in this short 22 question sunvey, which will take 10 - 15 minutes ta complete. Your respanses will help Nebraska
improve senices ta youth in foster care in the future.

If you were selected to participate in the Natianal Youth in Transition Database Survey your responses and demographic information will be
included in the State’s Semi-Annual submission to the Administration on Children, Youth and Families (ACF).

By completing the information below, you are verifying that you were ance served by Nebraska Children and Family Senices (Child Welfare or
Office of Juvenile Senices) and that you are currently between the ages of 16 and 23

Please enter your name, date of bitth and only the last 4 numbers of your Social Security Number in the boxes below. When entering the date

use the t ber manth, then the t ber day and the four-number year. For example. if you were bom on August 15, 1979, enter it as 08-
15-1979.
Name Date of Birth Last 4 numbers of the Social Security Number

Example: mm-dd-yyyy

L % JContinieT

Contact Us

If the Date of Birth and last 4 of the SSN matches a person in N-FOCUS and the Date of Birth
indicates that this person is between 16 and 23 years of age on the current date then they will
be taken to the survey page after clicking Continue

"% Official Nebraska Government Website

_N7To\YouthiTransition/Database 4=

06/11/2010

INSTRUCTIONS: Thank you for participating in this shart 22 question survey which will take 10 - 15 minutes to complete. Once you have finished entering your
answers/selections please select the submit button located at the end of the form (immediately beneath question 22)
You may skip a question. All unanswered questions are recorded as “Declined” to answer. You will not be permitted to exit the survey and return
later to finish answering the survey questions. You may take the survey as many times you would like. Each Survey submission is treated
independently; all question answered in previous submission(s) must be answered each time you submit
If you were selected to participate in the National Youth in Transition Database Survey your responses and demographic information will be
included in the State's | submi to the Administration on Children. Youth and Families (ACF).

01. Currently are you employed full-time?

© Yes
© No
¢ Declined

Mote: "Full-time" means working at least 35 hours per week at one or multiple jobs.

02. Currently are you employed part.ime?

© Yes
© Mo
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Once the youth completes the survey and clicks the Submit button, the survey and the
identification information will be used and compared to the selection list.

¢ Declined
MNote: This includes Food Stamps (Coupons or debit cards) and Women, Infants and Children (WIC) Pragrams.

22.  Currently are you receiving any sort of housing assi: from the g such as living in public housing or
receiving a housing voucher?

« Yes
« Mo
¢ Declined

Naote: This includes housing provided by the government and housing vouchers to pay for part of the housing cost. This does not include

payments from a Child Welfare Agency for room and board payments.

Contact Us

The National Youth in Transition Survey Selection is accessed from the CFS Program Person

Information window by selecting NYTD Survey Selection from the Detail drop down.
I N-FOCUS - National Youth In Transition Survey Selection

If the youth was on the e Acions seke Pk
selection I\i/st, their status
will be updated on the UPDATE
selection table based upon Froaram Case Person
the submission date to

Name NANCY NYTE

Pa rtICIpated or D|d Not Report Period  Selection Type Status Status Reason
Participate and reason for DI312013  TOVEARSOLD  REQUIES FOLLOWUP
not pa rtICIpatIng on tlme. 03-31-2015 21 YEARS OLD REQUIRES FOLLOW-UP

06-11-2010 15:10:38

frrcperon st et O — ]

selected to participate in the

NYTD Survey the following @ MWFOAECSS - This person has nok been selected for the MYTD Survey.
error message will appear

after selecting NYTD Survey

Selection from the Detail

drop down. ‘

Semi-Annual Report - Staff Responsibility (New)

Before the state submits the semi-annual report in May or November it is required for the
state to indicate why a youth was unable to participate in or take the survey on time. To
complete this; workers are expected to enter a status reason by taking the following steps.

1. Navigate to the National Youth in Transition Survey Selection window in N-FOCUS.
Highlight the report period for the youth where they did not participate
3. Select Actions>Update Status.

The following dialogue box will display.

N
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fiN-FOCUS - NYTD Survey Selection Status Reason

Select a Status Reason why the youth was unable to complete the survey.

Status Reacon [ -]

| Cancel ‘

Select the appropriate Status Reason.
The Status Reasons are as follows:

Youth Declined — This status is entered by the worker when the youth has told them
that they would not complete the survey. The selection record must be in Did Not
Participate status.

Parent Declined - This status is entered by the worker when the parent of the youth
has told them that they do not want their child to complete the survey. The
selection record must be in Did Not Participate status.

Youth Incapacitated - This status is entered by the worker when they had
determined the youth will not be able to participate because they have an illness or
medical situation that prevents them from answering the questions. The selection
record must be in Did Not Participate status.

Incarcerated - This status is entered by the worker when the youth has been in
prison or jail for the entire period in which they would have been able to complete
the survey and this situation also prevents them from answering the questions. The
selection record must be in Did Not Participate status.

Runaway/Missing - This status is entered by the worker when the youth is unable to
participate in the survey because during the report period they were in runaway
status during the report period. The selection record must be in Did Not Participate
status.

Unable to Locate/Invite - This status is entered by the worker when the youth
cannot be located to be invited to participate in the survey. The selection record
must be in Did Not Participate status.

Death - This status is entered by the worker when it has been verified that the youth
is deceased. The selection record must be in Did Not Participate status.
Participated After the Report Period — This status is entered by the system. When a
youth completes the survey but does so after the end of the report period or after
their 17" birthday plus 45 days. THIS SELECTION SHOULD NEVER BE SELECTED BY
THE WORKER.

When a Status reason is entered on

the 17 Year Old report period the 19

x|

and 21 Year Old report periOd are @ MFOAQGIC - Can not update status reason on this NYTD Selection
automatically set to the status Not in

Follow-up. These records do not ok
require a status reason and attempts to

enter a status reason will result in the display this error message.
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This same message will appear when attempting to enter a status reason for a youth in the
status of Participated. The status of participated is set by the system when a youth submits a
survey and has met the reporting criteria.

The submission of a survey by the youth will override any status reason entered by the
worker. If the worker entered a reason for not participating and the youth then submits a survey
on time then the status will be changed to Participated and the status reason will be removed.

The statuses for NYTD Selection are as follows:

e The following statuses require that a status reason for not participating be entered:
o Did Not Participate — this is the default status and eventually require a reason
for not participating
o Requires Follow-up — This status is set for the follow-up records when the
baseline Survey record (17 year-old record) is set to the status of Participated
e Astatus reason cannot be entered on the following statuses:
o Participated — This status is set when a youth submits a survey within the required
time frame
o Not Required Follow-up — This status is set for the follow-up records when the
Baseline Survey Record (17 year-old record) is set to Did Not Participate with a
status reason

Readiness Checklist (New)

Policy has requested the integration of the Readiness Checklist that was originally
documented outside of N-FOCUS. The checklist is a list of documents and information that may
be provided to a youth prior to or near their date of discharge from state custody. The checklist
is related to a specific youth and not to a case. The checklist is very flexible in that information
can be changed freely and only the most current information is saved in N-FOCUS.

The Readiness Checklist is accessed from the CFS Program Person Information window by
selecting Detail>Readiness Checklist.

Th e Rea d i n ess N-FOCUS - CFS Program Person Information

Flle Actions Detal Goto Help

Checklist window will

open to update or add

UPDATE

one or more of the 29 Program Case Person
items on the list as a Name NANCY NYTE
document provided to - e
a youth prior to their Status - [HREWaRI ] g, | |
discharge from the Date [05012010
state custody. oete
Page

27



The following information appears in
the Program Case Person Group Box:

e Name — this is the name of
the youth for whom the list
is being created

e Number —this is the system
generated id for the youth

To add an item or items to the upper
list box the following steps are to be
taken:

1. Select one or many of the items in the item list (Lower list box),

=lolx]

o |
2| [ v

Pragram Case Person

Name NORMA NYTE

Date Provided ltem

ADD
Number 12475049

Last Updated By

ltem

_vpee |
e |

ACCESSING HEALTH CARE/LIFE INSURANCE (INFO]

TRANSITIONAL LIVING SERVICES (INFO)

EDUCATIONAL TRAINING YOUCHER PROGRAM (INFO)

COMMUNITY RESOURCES (INFO)

FINANCIAL AIDJOTHER SCHOLARSHIP OPPORTUNITIES
LIFE BOOK/COMPILATION OF PERSONAL HISTORY/PHOTOS

LIST OF KNOWN RELATIVES
LIST OF EMERGENCY CONTACT PERSONS
JOB RESUME/THREE REFERENCE LETTERS
SIGNED COPY OF READINESS CHECKLIST

2] Date Provided

06-11-2010 15:48:47

2. Enter a date when the item(s) were or will be provided.
e The date can be future dated in preparation for a scheduled meeting.

e Once a date is entered, the add push button is enabled.

3. Select the Add push button and all of the selected items are added to the upper list box

e Date Provided will be the date entered when adding the item.

e Item will be the description of the item selected.
e Last Updated By will display the LOGON ID of the person that added the item to the

list.

If one of the items selected to be added to the provided list (Top Box) was previously added

then the following message will appear.

x|

Cne or more items selected already exist in the list of provided items.

Ok

All new items will be added and the previously added item will remain in the list unchanged.

Program Case Person

Name NORMA NYTE

Date Provided Item

Number

06-20-2010 EDUCATIONAL TRAINING YOUCHER PROGRAM (INFO)
06-20-2010 LIFE BOOK{COMPILATION OF PERSONAL HISTORY{PHOTOS

Page

UPDATE

Last Updated By

Delete
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Changing A Date For A Selected Item (New)

To change the date when an item was or will be provided, follow these steps:

1. Select the item to be updated.
Only one item can be selected at a time.
2. Select the Update push button.
The Readiness Checklist — Update Item
dialogue box will open.

N-FOCUS - Readiness Checklist - Update Ttem

Item  CERTIFIED COPY OF BIRTH CERTIFICATE

3. Change the date. Date Frovided  [TOWE0

4. Click OK.
The date will change for the selected item B
in the list.

Removing an Item from the List (New)

To remove an item from the provided list box (Upper Box) follow these steps:

1. Select the item to be removed.
Only one item can be selected at a time.

Program Case Person UPDATE
Name NORMA NYTE Number 12475049
Date Provided Iltem Last Updated By
06-20-2010 EDUCATIONAL TRAINING YOUCHER PROGRAM [INFO] DSSZ907
06-20-2010 LIFE BOOK{COMPILATION OF PERSONAL HISTORY/PHOTOS DSSZ907 Update
Delete

2. Click the Delete push button.
The Readiness Checklist — Delete Item Confirmation dialogue box for the selected
item will open.

3. After confirming this is the correct item select OK.
If OK is selected then the item will no longer appear in the provided item list box
(Upper List Box).

Item  CERTIFIED COPY OF BIRTH CERTIFICATE

Date Provided  06-21-2010

‘You have selected to delete this item from the checklist.

Do you want to continue?

0K Cancel
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Signed Copy of Readiness Checklist Option (New)

One of the available selections from the Readiness Checklist is the Signed Copy of Readiness
Checklist. The date applied to this item will also appear on the signature lines for the youth and
the worker to sign.

The Readiness Checklist can be printed from the CFS Program Case or the Independent
Living Program Case. This checklist is saved as a correspondence in whichever program case
from which it was printed.

Intake Worksheet/Law Enforcement Notice (Change)

There have been some seamless technical changes to how the Intake Worksheet and Law
Enforcement Notice are created. There are no major changes to the documents except for the
addition of the listing of Person of Interests on the Intake Worksheet.

Conditions of Liberty Violation Narrative (New)

Juvenile Services has requested the addition of new narratives to document when a youth
violates one of their Conditions of Liberty. The narratives can be accessed from the CFS Program
Person Information window by selecting the Narrative icon. The subject area Conditions of
Liberty — Violations is the last selection on the list. The 13 Condition of Liberty areas are listed in
the item drop down to select and write the details of the violation.

Abuse/Neglect Factor for Intakes - Child Pornography (New)

A new Abuse/Neglect Factor has been added to the selection list for Intakes called Child
Pornography. This section is being added to support LB728 which the Governor has signed into
legislation.

The Abuse Neglect Factor of Child Pornography should be selected in situations involving
visual depictions of minor children under the age of 18 engaging in sexual acts or sexual poses in
photographs, films, computer images, drawings or other means.

Contract Budget Tracker (New)

With this release, N-FOCUS will support Child Welfare and Juvenile Service Reform efforts.
There are six contracts for the State Fiscal Year beginning July 1, 2010. For each of these
contractors, a budget has been established and a Contract Budget Tracker (CBT) will be used to
track expenditures and other financial activity against the budget. A CBT icon will be enabled for
each of the six contractors as well as contractors having had a contract with DCFS for any period
prior to July 1, 2010.

The CBTs are associated with only the contract owner Organizations and on each
Detail Organization window for a contractor, the CBT icon is enabled to show that the E
Organization is or was a contractor. Security, however, is strictly limited and only
those with appropriate security will be allowed access to the CBT even though the icon is
enabled for everyone to indicate the organization has or has had a contract with DCFS.
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IE] N-FOCUS - Detail Organization - M=IE)

@ /A—%”Wﬂ@ Sl E = . The Contract Budget Tracker (CBT)

SECURE woae  icON is enabled for an owner
Organization that has a current a

Organization
ame

Status
Active 08-10-2009

Business As Name |CEDARS - SOUTHEAST SERVICE AREA

Heen=na faeney DupPerm contract with DCFS or had a contract for
onk GG T WWMSMTCA oy sazation Dean a previous time period.
0 [T D Type Addresses.. | Address History .. |
“ FID
As of Date [01-01-2008 ~ s8N Tax ID History... ‘ Home Details... ‘ . )
" NONE Telephones... ‘ List Service Auth... ‘ . Users WlthOUt Securlty to the. CBT
P e— will not be able to open the CBT icon.
Last First Type  Family Role Sex Birth Date End Date

=Y

06-22-2010  09:18:34

List Approved Provider Window (Change)

In addition to the CBTs, there are (TS .5

File Goto Help

changes in how services are authorized for &%
contract covered services through a CFS or IL rroviders
program. Unless you create service

Hold New Auth  Provider Name
WILLIAMS, JENNIFER

authorizations for CFS or ”_, the Only Change WILLIAMS. JENNIFER
. . . . WILLIAMS, JENNIFER
you will see is to the List Approved Provider
window.
. . . Owner Name BOYS AND GIRLS HOME OF NEBRASKA, INC.
The List Approved Prowder wmdow has | Owner Business As Name  BOYS AND GIRLS - WESTERN SERVICE AREA
. Provider Business As Name WILLAMS FOSTER CARE SERVICES
been Changed SO that When a prOVIder has Provider Address Provider Telephone Numbers
been highlighted, the Owner Name, the 77676 WESTCHESTER AVE Home:
. . . LINCOLN NE 68505-2258 Work:
Owner Business As Name associated with TOD H:
TDD W:

the provider and the Provider’s Business As
Name are all displayed.

06-23-2010 15:38:56

Detail Claim and Detail Claim Item Windows (Change)

Additions were also made to the Detail Claim and Detail Claim Item windows so that

contract related claims can be easily identified.
8 rocus peaiciam |

. Fle Actions Options Goto  Help

Under Claim Type on the Detail Claim H=IEE] ET ElE &

window, ‘Provider/Contractor’ has been | Caim toformation uppaTE
. —_— Claim Type Batch Number 103450552927 1024 Claim Totals
added asa Clalm Type '» Cleimiimb g2t Submitted Amt  $3,000.00
fINE Offiee  [155 [INCOEN B AmtNot Paid  $2,451.61
[ FICA
If the Service Authorization for a claim o Vs [ AevPmam ssanas
item is indicated as a ‘contractor; type, then name v pernona weautica ] eeias [T
the CBT indicator (Contract Budget Tracker) EHiEns ) . : .
Line Vers Status Last First Freq Svc.Begin  Svc.End Service Type — cBT
column will display a Y = Yes. || 2 TPAD POQURE WICHAEL WO 10152010 10312010 OUT OF Hil MANTENANGI
3 1 REJE FIXTURE MICHAEL MO 11-01-2010  11-15-2010  OUT OF HM MAINTENANCE
Add Lines All Lines

06-23-2010 14:57:41
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Detail Claim Item Window (Change)

If a claim item is for a CFS or IL case,
Service Auth Type will display as either

‘Provider’ or ‘Contractor’ based on the type
entered on the Service Authorization. —_
After all edits have cleared for a claim
item, the system will check for a CBT to
determine if there is enough money in the
budget to cover the cost of the claim item.

e If no CBT is found for the dates of
service, the claim item will
automatically reject. —

e |f a CBT exists but the balance is

Status REJECTED As Of 12-11-2010 FICA

Approved Payment Amount

N-FOCUS - Detail Claim Item =]
Actions  Detall Options  Goto
Claim
Number 2248042 Line 3 ¥ersion 1 Agency Office  LINCOLN
Case Person Service Auth Service
w Nbr [90657385 code [4880
Name MICHAEL FIXTURE Type Contractor OUT OF HM MAINTENANCE ’E
Service Dates Service Frequency Charges
Begin [11-01-2010 [Month -l Submitted Validated
End 7152010 = Units Provd 1.00 1.00
Rate 1.000.000 166.662
| ‘ Total Chrg $1,000.00 $466.66
Create DD Funding Exception Cust Oblig
Program CFS 0P Amt Reduction
Fund UP Amt Net Charge 1,000.00 $466.66
Child Welfare Local Oblig

[Payment exceeds contract limits

0K Cancel Help |

insufficient to cover the cost of the

claim item, the claim item will automatically reject.
e |f the CBT balance is sufficient to cover the claim item, the claim item will pay and
the payment will reduce the CBT balance by the amount of the payment.

Expert System

Expert System Access to Scanned Documents (New)

The Document Image icon is now available from the Expert System Navigator window.
Accessing scanned documents from the Navigator will allow you to view images while

processing in Expert System.

Update Funding Details (Change)

The following changes have been made to the Funding Detail window:

e The Petition or Court Action

Prrses

Lass Detalle

Date field name has been CUeME WL 12241704 -
changed to be called the Y
Petition Date Vamity Dot —
Oxpetraten Fype IR e
e Anew Contrary to the fconmmes wpnc: <] *
Welfare/Best Interest Date o Chmclientan o e € e
field has bgerT adc%ed. el [

o This field is ;:-n.-uuu-c e Dose__ BegeOuis__ Eadluie
MANDATORY only ki L, e
for the current ) ast

. . Imaree YerSosten Sowir —
episode period imrrned 2] Heoriag Peview

o Enter the date of the m;;ww_im ;77;;73 L]
first court that either ]
the court order had ’
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the Contrary to the Welfare or Best Interest language or the court order did
not have the necessary language.
e A new Reasonable Efforts Finding Date field has been added.

o This field is MANDATORY only for the current episode period

o Enter the date of the court order that had the Reasonable Efforts language
or the finding was not found

o Part B specific to Reasonable Efforts

=  You will no longer be able to enter Yes for both Reasonable Effort
questions

Multiple Children Need Funding Detail Processing (Change)

Because of problems that have occurred when multiple children need eligibility, the “NEXT”
button has been removed. A future “FIX” has been created to review and make appropriate
changes.

CFS Budgeting IV-E Eligibility (Change)

Previously the determination of eligibility was based upon the Minority/Majority of the
month.

Example - If the child was Non-IV-E for the majority of the month than whole month’s
eligibility would be Child Welfare (Non IV-E).

This will no longer apply. When all elements are satisfied for IV-E, the last date related to
Court Details in the Funding Detail window is the month in which the youth will show as being
IV-E. When CFS budgets are run and determination from data entered in Funding Detail shows
that the child is determined to meet all Title IV-E requirements for one day, the child’s eligibility
will show for the whole month.

The Dates of Contrary to Welfare/Best Interest and Reasonable Efforts are specific per child
and eligibility is based upon last date when all elements have been satisfied.

Example — The child passes for AFDC and Deprivation in funding detail, with Contrary to
Welfare in month of 5-2010 but Reasonable Effort are not found until 6-20-2010. In this
situation, the child will be IV-E eligible beginning 6-1-2010 but not for the month of May
2010 because last date to satisfy all eligibility requirements was 6-20-2010.
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Verification Types (Changed)

The following pieces of identification will be considered Valid for both Identity and
Citizenship in the Expert System and on Verification Tracking Requests:

e Census Records

(Federal’ State) Program Case: App Req. Date: o ;
SP Reinstatement:

. TRANSL... THOMAS SNAP 77658612 ]Im 01-2009 . .

e Indian Census £ Yes € No

tec' d Date:

e American Indian Card

Eligible for Expedited

. TMA- G Begin Date: € Yes € No
e Texas Kickapoo ID e
Card 02-01-2010
e Native American I?—:‘A:;“L::::;xs -

Tribal Document Hcopats

e Certificate of Degree | |
of Indian Blood ici

Next | OK | Cancel I Help |

Case Closure and Household Status (Tip)

When a case is closed because a household moved out of the state (or for some other
reason), it is not necessary to change the Household Status to make all members Out of
Household.
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